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Purpose

Use this guide to accomplish research on an employee record in DCPDS especially when a
CRT will be required to update (remove/replace) erroneous data from a record.

Other Recommended Sources Available
PARIS OPF
HARD Copy OPF, if available
DCPDS Pay 500
DCPDS People Summary

Menu Path

Use the following navigation path(s) to accomplish the research.

Navigate to People=>» Enter and Maintain

Navigate to Position = Description.

Navigate to Request for Personnel Action=» Cancellation/Correction
Navigate to Processes and Reports=» Submit Processes & Reports
Navigate to View=>» Histories=» Employee Assignment

Helpful Hints

As research and fixes are accomplished by the user, please remember to paste screen
shots into a word document along with an explanation of each step taken to fix the record.
These should be included with the Template for Record Update located at the end of
this guide. The information included in this document is just a sample of the types of
information needed based on what has been identified for fix as a result of the research
accomplished.
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Procedure

1. Start the task using the menu path.
Navigator - CIVDOD PERSONNELIST

'ﬂ'ﬁ Mavigatar - CWvDOD PERSORMNELIST

Functions Documents

People:

Enter personal and assignment information

+ Reqguest for Personnel Action Top Ten List

+ Mass Actions
Civilian Inbox
Workflow Inbox

+ Complaints Tracking
Breakdown Folder

+ People

+ Hecruitment

+ Work Structures
PSEUDOSFA0

+ Wiew

+ Processes and Reports
Coredoc
PAYS0D
Pay Status

+ Local Tables

. Civilian Workflow Inbox

. Assignments Folder

. Requests: Submit

. Payroll 500 format

. Assignments Folder WORKFLOV
. Combined Person & Assignment
. Define PA Heqgquest - Cancellatio
. Customizable Workflow Worklis
. View Worker Assignment Histon
. Define Position

Do~ OMhAWNa

2.  Double-click klszUdlz

3. Double-click Enter and Maintain
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Find Person

(BT Find Parson

4. As required, complete/review the following fields:
Field Name R/OIC Description
Social Security R  |Complete the SSAN with dashes.
Number Example: 000-00-0000
5. Click Ak
Find People

Find Peopla [

Ut 000-00-0000

Person Typa
Eft wapplicant T C ] = AF1CI a0 1020 clif K]

A W ol
Emplems Ex-applicant T CONTRACTING SG AF1IODWTCRLAM 1102 Contracting (1102

@ Note the 2 record with the same Person Type: (1) Employee Exapplicant  (2)
Employvee Exapplicant
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[0]24
6. Click on the first record then click the E . button and the employee identification
number will appear in the second column.

Find People

EiDoe, John C
[ Ermit Aicdro

ErTipliye e, S5 plid nl HTERCT ~F CEd 1CF- 19, 1102 Canlrating §1 102

Ermployes. Sx-applcant T COMNTRACTING 80 EFCDMICFAN,.,, 4102, Candraciing {1102

@ Note the 2 different employee Identification number 253338 and 253230 ."
7. Click in the first record 253338.

Find People

HiGlBorges, Ray A%

Emall Afdress
Vil Condameting (1102

153230 Employes. Ex-applicant T CONTRACTING 99, T10Z.Contracting {1102}
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8. Click E .

The People window for the first record will display.

Faopla

Name

Gender| CECNNNNNRG  ~cton (NN

Last Ferson Type for Action

First | Person Types

Title Employes.Ex-applicant

Prafix
Identification

B -
Middle J 5 "W 000-00-0000

Personal

Birth Date Age

Town of Birth Status
Region of Birth Mationality
Country of Birth Registered Disabled

Effective Dates

Fom RN T Latest Start Date (EEGVEVEIE | [ |

@ Note: The From, To and Latest Start Date in the Effective Dates region of the people
window. On active records this date should be the SCD minus 2 days for
employees transferred from another DoD activity without a break in service. For all
others it would be at least 2 days prior to the effective date of the appointment. If the
dates are not IAW the rules for building applicant, users must, based on a thorough
review of the record, include information to support that determination.
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9. Review the Date Track History for both records using steps 10 and 11 below:

People
BE Faopla

MName

Ferson Type for Action
First Ferson Types

Tille | Employee.Ex-applicant

Frafix

Last

ldentification

Suthix Employee " 253388
| = 1

Riddle =T L 00-00-0000

Personal fi

Tonss of Birth

Ragion of Birth Mationality |
Coaurlry of Birth Registered Disablad |

Effective Dates

From [ZIVETTNNN o I 11

10. Click the Tools menu item and select Date Track History from the list

DateTrack History Change Field Summary

% DateTrack Hi hange Field Summary

Frorm Date Tao Date Change Field Surmrmary
Employee Humber, Person Type

m
=+
o
@

LL L mgye

16-NOV-2003

{

Full History

11.  Click. Full Histary
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DateTrack History of Person

Full Masma Birth Dste Last Lipdsted By ||La=t Updata Dar| ESactive:
Doe, John ¢ 000-00-0000 [Employee.E[13.SEP-1371  [ANONYHOUS
16-Nov2003 Doe, John © 000-00-0000 |applicant |13-SEP1971  |ORTIZLAST

@ Review the From Date, To Date, Last Updated By and Last Updated Date.

12. Close the date track History Person window using the x in the upper right hand corner of the
window.

Gender| (LTI

Ferson T:,-' jal7] far A
Person Types

Employee.Ex-applicant

ldemtification

Employee - [253388
Social Securty Q00-00-0000

Tenwm of Birth Status
Region of Birth Mationality
Country of Birth Registered Dizablad

Effective Dates

From [EETVETREN 1o [ Latest Start Date (RO R | I |

13. Click Assignment
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Asmgnment(Doe John C)
| Doe, John © e

Chrganization 50 Group
- ||:| tl

Salary Basis |
Review Salarny . Review Performance

Every Evary [

Effective Dates

Wl T -NOY 20003
Ee

: Note: The From and To in the Effective Dates region of the people assignment
window. The From date here should reflect the latest change made to the employee
assignment based on Promotion, Reassignment, Position Change, RTD from LWOP.

14. Record the information in the Position field of this window such as position description and
SR 082 18. CONTRACT SPECIﬂLIST.ﬁﬁﬂ?dﬁ.ﬂH“

position sequence number.

15. Continue the position review by navigating to the Position Description window and using the
sequence number to search for the position.
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Navigator - CIVDOD PERSONNELIST

Furnctions Documents

Work Structures:Position:

Enter position-related information

Request for Personnel Action | = Tap Ten List
Mass Actions
Civilian Inbox
Workflow Inbox
Complaints Tracking
Breakdown Folder

+ People

+ Recruitment

- Work Structures

Location
+ Job
+ Grade
+ Budget
Contract Letter Type

+ Organization
PSEUDOSF50

+ View

+ Processes and Reports
Coredoc
PAYS00
Pay Status

. Civilian Workflow Inbox

. Assignments Folder

. Requests: Submit

. Payroll 500 format

. Assignments Folder WORKFLOV
. Combined Person & Assignment
. Define PA Request - Cancellatio
. Customizable Workflow Worklis
. View Worker Assignment Histon
. Define Position

e BT I Y = T, I VO PR L K

16. Double-click ML)

17. Double-click Description
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The Find Positions window will display
% Find Positions

Marme

Type
Job

Crganization

18. Click in the Name field of the Find Position window:

The Position Flexfield window will display. Use any of the fields to input search criteria. In
this example we will use the position sequence number
% Position Flexfield

Paosition Description Mo
Title

Sequence Number

19. Complete the Sequence Number field.

Field Name R/O/C Description

Sequence Number R Systems generated unique position identifier.
Example: 558745
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20. Click Ok

Find Positions window will display again with the sequence number.

Find

21. Click

Position
% Fosition £ F
(S M T S el Raz S Saaproyad Foilrs Soijons

Position Details

Start Date [D1-NOW_2003
Date Effective Name [08218.CONTRACT SPECIALIST.558745.AF1C.APPR

Type |Single Incumbent W Parmanent [T SEeasonal
Organization & Job

Organization |F CONTRACTING S0 AF1CDWI1C Proposed End Date . ‘

Job  |[1102.Contracting (1102) Proposed End Date

Hiring Status

Status |Ac‘tive Start Date |l]1-NOV-2l]l]3 FProposed End Date | ]
Location |432l]1?441 Status |\.l"alid

Effective Dates

Frarm |1?-N0\J"-2I]I]3 Ta | Further Info | [14% ]

“alidate Ococupancy Extra Information Work Choices Others. ..

22. Review the occupancy information using the next step:

23. Click Occupancy
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Position Occupancy window will display
(08218.CONTRACT SPECIALIST.558745.AF1C.APPR)

=
Full Narme Agplicant Number |Employee Murnber || Start Date End Ciate Person Type

o, John C la7z52 753388 T17 nov 2003 Employee.Ex-applicant 2

Person

@ Note the Applicant Number, Employee Number, Start Date, End Date and Person Type
columns. The employee number should be identical to the record number being
reviewed. In this example the employee number matches the number indicated in step
7 of this guide.

24. Close this window and the main position window to return to the navigator.
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Navigator - CIVDOD PERSONNELIST

Functions | Documents

People:

Enter personal and assignment information

+ Reqguest for Personnel Action = Tap Ten List
+ Mass Actions . Civilian Workflow Inhox
Civilian Inbox . Assignments Folder
Workflow Inbox . Requests: Submit
+ Complaints Tracking . Payroll 500 format
Breakdown Folder . Assignments Folder WORKFLOV
+ People . Comhined Person & Assignment
+ Recruitment . Define PA Request - Cancellatio
- Work Structures . Customizahle Workflow Worklis
Location . View Worker Assignment Histon
Johb . Define Position
Position
Grade
Budget
Contract Letter Type
+ Organization
PSEUDOSF50
+ View
+ Processes and Reports
Coredoc
PAYS00
Pay Status

[ = = R = o, R L L K R

o+ o+ o+

25. Double-click kIl

26. Double-click Enter and Maintain
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27. When the Find Person window displays complete the Employee Number field fields:
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Find Person

[EE=Find Person

Field Name R/O/C Description

Oracle Employee ID number R System generated Unique Oracle Employee ID number.
Example: 253388

Find

28. Click

People
MHame :

Farson Type for Action
Person Types

Employee.Ex-applicant

Identification

[Employee -]

=l LT S0 00-00-0000

Fersonal

BithDate [ Age
Town of Birth Status
Region of Birth Mationality
Country of Birth Registered Disabled

Effective Dates

FT 17 - N0V 2003 _ Ta _ Latest Start Date [ o 0Bl K] | [.;

File name: DEVELOPING A Version: Not Started Oracle Parent
TEMPLATE FOR RECORD Last Modified: 11/18/2004 5:12 PM Page 16/ 33
UPDATE WHEN A CRT IS

NEEDED.DOC

Reference Number:



Title: Developing a Template for Record Update when a
CRT is needed.
Category 1:
Category 2 :

29. Click Agsignment

Assignment(Doe, John C)

Dirganization Sy AFCL
Job

Grade

Location

Salary Basis |
— Review Salary . Review Performance

Evary Every

Effective Dates

A0 17 -N OV 2003

r
30. Click. ELlizs
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Element Entries(Doe, John C)
oe, John
2004 BiWeek (1B-APR-Z004 - 01-M
otal Pay Recurring | 1. ] 11-JAH- 2004 =
|Basic Salary Rate Hecurring | 11-JAN-2004
Audjusted Basic Pay [Recurring 11-JAN-2004
|Localing Pay Recurring i 1 ] 11-JAN-2004
TSP Recurring | 14.DEC2003
Health Benefits Recurring 30-HOV-2003
FEGLI Recurring | | ES -HOV-2003
Ratirement Plan Hecurring 17-HOW-2003
{Within Grade Increase Recurring ] 16-HOV-2003
Entry Walues Balance Grossg Drhers...

@ Review the From and To columns in the Effective Dates region of the element
entries window. Determine if this accurate based on DCPDS updates to this record.
Remember to review the entry values on any that are questionable.

31. Close windows until you reach the navigator again.
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Navigator - CIVDOD PERSONNELIST
'ﬂ" Mavigatar - CVDOD PERSOMMELIST

Functions

Request for Personnel Action:Appointment

New Appointment

- Request for Personnel Action | = Top Ten List

Appao . Civilian Workflow Inhox
. Assignments Folder
. Requests: Submit
. Payroll 500 format
. Assignments Folder WORKFLOV
. Comhined Person & Assignment
. Define PA Request - Cancellatio
. Customizahle Workflow Worklis
. View Worker Assignment Histon
. Define Position

% Award / One-Time Payment
— Cancellation/Correction
- DOD Correction Process
| + CAO/Transfer
+ Change Actions
Details
Conversion to Appointment
Conversion to Demo Project
Extension of NTE
Federal Position Change
Living Benefits
Non Pay / Non Duty Status
Realignment
Reassignment
Long-term Training
Return to Duty
RIF Exception
Salary Change
Separation

[ = = R = o, R L L K R

32. Double-click Cancellation/Correctinn .to obtain information on Request for Personnel
Actions that are recorded in DCPDS.
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Find People

% Find Feople

33. Enter the SSAN with dashes in the Social Security field of the Find People window:

Field Name R/O/C Description
Social Security R  |Social Security Number
Example: 000-00-0000
Find
34. Click i

SSN

ANGEI000-00-0000

Mational_ldentifier | Full_Marme
O00-00-0000 o2, John C
Q000-00-0000 Dioe, John

@ There is no way to distinguish between the two records, so click on the first in the list
and review what displays in the list to determine which record is being reviewed.

35. Click[ oK .
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Approved Requests for Personnel Action

[Doe, Johin C
000-00-0000
Higa Comrections
&= — . :

Effective Dale | NOAC |Approval Date | Status || MO Deseription |Request Mumber || Approving
11JAN2004 (834 [12MAR2004 |Processed |Pay Adjustment |mMSL1977986 5449 |SUPERVISOR =
11JANZ004 (834 N0JANZ004  |Processed |Pay Adjustment |MSL177E179 5267 SUPERVISOR
26.HOV.2003 [881  26.NOV-2003 |Processes |FEGLI Chy |IVRS: 1626423 |SUPERVISOR
17-NOV2003 141 [18HOV2003  |Processed |Reinstatement Career.Cond JO3NOVDPOWIDOD0GYS2ET  [HUBAN RESC

Be-routa Cancallation Comecbion

@ Based on the Effective date of the 141-Reinstatement Career-Conditional appointment
action 17-NOV-2003 the current active record is displayed.

36. The next step is to obtain copies of the Notifications of Personnel Action that were processed
on this record by navigating to the Submit Processes and Reports area.
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Navigator - CIVDOD PERSONNELIST

ﬁ Mavigatar - ChWDOD PERSOMMELIST

Functions

Processes and Reports:

Request for Personnel Action | Top Ten List
Mass Actions
Civilian Inbhox
Workflow Inhox

Complaints Tracking i]
*]

. Civilian Workflow Inbox

. Assignments Folder

. Requests: Submit

. Payroll 500 format

. Assignments Folder WORKFLOVY
. Combined Person & Assignmenl
. Define PA Request - Cancellatio
. Customizable Workflow Worklis
. View Worker Assignment Histony
. Define Position

Breakdown Folder
People
Recruitment
Work Structures
PSEUDOSFA0

- View
+ Histories
+ Lists
Coredoc
PAYS00
Pay Status

+ Local Tables

o T = Y = O [ PR FL L K

37. Double-click EMLIR = 1 e BTy
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Navigator - CIVDOD PERSONNELIST
4% ravigator - CWDOD PERSOMMELIST

Functions

Processes and Reports:5Submit Process & Heport

Submit processes or run standard reports

Workflow Inbox Taop Ten List
Complaints Tracking
Breakdown Folder
People

Recruitment i]
Rl

. Civilian Workflow Inbox

. Assignments Folder

. Requests: Submit

. Payroll 500 format

. Assignments Folder WORKFLOV
. Combined Person & Assignmeni
. Define PA Reqguest - Cancellatio
. Customizable Workflow Worklis
. View Worker Assignment Histon
. Define Puosition

Work Structures
PSEUDOSFA0
- View
+ Histories
+ Lists

- Processes and Reports
= Submit Process & Roport__ I8
View Reguests .
View Reports
AutoRif Extract
Cobol Extract
Def. QuickPaint Report
Run a QuickPaint Report
Submit Reports
Generate MS Word Letter
- Submit Custom Reports
Coredoc

=== == N = P % [ TR I

38. Double-click Submit Process & Report |
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Submit a New Request

F Submit a Mew Reguest

VYWhat type of request do you want to run?

o

Dl
39. Click[ =

The Submit Request window will display

BEE Submit Request

Run this Reguest...

—————

Languages

At these Times...

S ELENEG As Soon as Possible Schedule. ..

Upon Completion...

| all Dutput Files

Frint to —J

40. Click in the Name field and enter the first 3 letters of the word Notification then tab:
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Select the appropriate report ( Choose DEMOSF50 only for employees participating in
Demonstration Projects).
GE parts

Flgls| notification of Personnel Action %

Applicatio
of Perso C ) i 1D HH
otification of Fersonne i Oracle Fec

41. Motification of Persannel Action s selected.

Parameters

B Parameters

Frant Page - g

Employee Name

42. Click in the Employee Name field to enter the employee’s Last Name, First Name and Middle
Initial. Enter the Last Name followed by a percent %.

Field Name R/O/C Description
Employee Name R |Example: Doe, John C
File name: DEVELOPING A Version: Not Started Oracle Parent
TEMPLATE FOR RECORD Last Modified: 11/18/2004 5:12 PM Page 25/ 33
UPDATE WHEN A CRT IS
NEEDED.DOC

Reference Number:



Title: Developing a Template for Record Update when a
CRT is needed.
Category 1:
Category 2 :

43. Click E and the window below will display listing all of the DCPDS NPAs.

Fi Do, John T3

Employae MNama 85H Dale MNOAT) | HOA (2
(813r0Ey . 17-MNOV-2003 141 Reinstalemen CamerCond
(IM2362) FE-MON-Z003 001 Cancellation 631 FEGLI Chig
(TE2E421) 26-MON-2003  BB1 FEGLI Chy
(1826423y ZE-MOV-2003  BE1 FEGLI Chg
[l hbed: 11-JAN-2004 001 Cancellstion 844 Pay Adjusimant
(3012249 11-JAN-2004 001 Cancellalion B34 Pay Adjusirmeant
(AT 11-JAN-2004 884 Pay Adjustment
(7TE228) 11-JAN-2004  BE4 Pay Adjustrment

(197T780G) 11-JAN-2004  BEd Pay Adjustment

44. Click on the NPA that is needed for the research. In this example we chose the
141 Reinstaterment Career-Cond

s, oo 2]

The Submit Request window will display again.

E Submit Request - et el

Rumn this Reguest__.

Haotification of Persaonnel Action
Farametars  |Kal-EM el gl T (G137
hmearican English

At these Times...

= e A Soon as Possible | ____________

Upon Completion...

M= Save all Dutput Files

S d 1w DEPCON J

oo @

F
46. Click. Submit button.
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The Requests window will display. The Phase column is reflected as Pending. In order to
produce the report on the screen the status must change to Completed.

REefresh Data Find Reguests Submit a Mew Reguest...
668792 |Motification of Personnel 1613709, 17874, , =
5665788 |[Motification of Personnel Completed Hormal 1805053, 17874, ,
5665624 |[Notification of Personnel Completed HMormal 143824, 17874, ,
5665108 |Motification of Personnel Completed HNormal 1811957, 17874, .
5655642 |Notification of Personnel Completed HNormal 1639325, 17874, ,
3639059 |Reqguest for Personnel A Completed Normal 1958933, MAYS0-AST
5638935 |Motification of Personnel Completed Hormal 1756568, 17874, ,
5638916 |Reguest for Personnel A Completed MNormal 1756568, MAYSO AST
5638870 |Request for Personnel A Completed Normal 1877407, MAYSO-AST
5636228 |Notification of Personnel Completed HNormal 2110112, 17374 -
Hald Regquest “iew Details. .. ey Cutput
Cancel Reguest Diagnostics S Lo,
[
; Refresh Data . . L .
47. Click. = button in the upper right-hand corner of this window.until

the Phase column changes to Completed.

Refresh Data Find Reguests Subrmit a Mew Reguest. ..

5668792 |Notification of Personnel Cnmpleted| Normal 1613709, 17874, , =

5665788 |Motification of Personnel Completed HNormal 1805053, 17874, ,

5665624 |Notification of Personnel Completed Normal 143824, 17874, .

5665108 |Motification of Personnel Completed Normal 1811957, 17874, ,

5655642 |Notification of Personnel Completed Normal 1639325, 17874, ,

5639059 [Request for Personnel A Completed Mormal 1958933, MAYSO-AST

5638935 |Notification of Personnel Completed Normal 1756568, 17874, ,

5638916 [Request for Personnel A Completed Mormal 1756568, MAYSO-AST

59638870 [Request for Personnel A Completed Mormal 1877407, MAYSO-AST

5636228 |Notification of Personnel Completed Normal 2110112, 17374 -

Hold Reguest “iew Details. .. “Wiewy COutput
Cancel Reguest Diagnostics “iew Log...
[ g
. ey Clutput

48. Click. H |
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49,
50.

Use the print button to the left side of the NPA to print a hard copy, if needed.

If the user needs to paste a copy of this NPA into a word document, use the Edit menu item.
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51. Select Edit>»Copy or use the Ctrl+C shortcut key

52. The template for record update on the next few pages must be completed and attached to the
Trouble Ticket Template. The Template for Record Update must be copied from this document
and pasted into a word document. Do not submit the instructional steps 1 through 52
when submitting the ticket.

@ Remember, all of the examples below may or may not be needed based on what
needs to be fixed in the record.
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Template for Record Update:

TEMPLATE for RECORD UPDATE

Employee: John Smith, SSN XXX-XX-XXXX

Please use this template as an attachment to Clearinghouse tickets when a CRT will be required to
update (remove/replace) erroneous data from a record.

A. Has it been validated that this problem is unique to the record(s) and not due to a system

B.

C.

problem?

Has user attempted to update record? If Yes, please provide a chronology of events user
took to update record(s)

Describe the problems caused by inability to update record thru DCPDS (i.e. pay actions are
unable to process due to bad data residing in record, etc). (Note: This is also known as the
impact. Use strong verbs, adjectives and numbers when completing this part, i.e., “all’,
“numerous”, other pending actions that may be effected, number of records effected or
possibly effected if not fixed.)

Describe what action needs to be taken on the record. Please be specific, as this information
will be forwarded to contractor for resolution. (Please see examples 1,2 and 3 provided on
next page). If you have additional screenshots that may be useful, save them in a word
document and attach them here.

@ Attach screenshots here
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EXAMPLES:

| #1: Assignment History Update

Employee: John Smith, SSN XXX-XX-XXXX

List the NPAs/RPAs that need to be deleted, if applicable:

Delete-RPA Number

Effective Date(Block 4)

Approval date

PEOPLE Record Currently Reads:

Should Read:

Effective Dates

Effective Dates

From: 01-Jan-04

From: 01-Sep-1999

Latest Start Date: 01-Jan-04

Latest Start Date: 01-Sep-1999

Assignment Record Currently Reads

Should Read:

Effective Dates 01-Jan-04

Effective Dates 01-Sep-1999

This is what record is currently showing in HR Assignment History:

From To Organization Position

28-Mar-1999 Position: 00808.28571

28 Mar 1999 Position: 00808. 28570
15 Aug 1982 27-Aug-1999 CIVDODHR

The record should show:

From To Organization Position

12-Feb-2002 Position: 00808.28571

28-Mar-1999 11 Feb-2002 Position: 00808.28570

15-Aug-1982 27-Mar-1999 CIVDODHR
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‘ #2: Person Entry History Update

Employee: John Smith, SSN XXX-XX-XXXX

CURRENT VIEW OF FIELDS (each of the timeframes currently contains an entry for both R and R1

codes):
Entry
Element | Values
Effective Dates Name Code Entry Values clear text
FROM TO
Basic Plus Addtnl w/3 Times Pay, Stnd Optn& Fam
16-May-93 28-Jul-98 | FEGLI R Optn
R1 Basic + Option B(3x) + Option A + Option C(1x)
Basic Plus Addtnl w/3 Times Pay, Stnd Optn& Fam
16-May-93 FEGLI R Optn
R1 Basic + Option B(3x) + Option A + Option C(1x)

WHAT THE FIELDS SHOULD REFLECT :

Entry
Element Values
Effective Dates Name Code Entry Values clear text
FROM TO
16-May-93 | 24-Apr-99 | FEGLI R Basic Plus Addtnl w/3 Times Pay, Stnd Optn& Fam Optn
25-Apr-99 | Present FEGLI R1 Basic + Option B(3x) + Option A + Option C(1x)

\ #3: Person Entry Element History Update

Employee: John Smith, SSN XXX-XX-XXXX
(A) The problem can be seen when date tracked to 07-Nov-1994 under his Within Grade
Increase Element. It has duplicate entries with varied information. As of 28-JUL-02, the Within
Grade Increase fields should read:

STATUS: Grant WGl
DATE DUE: 27-JUL-2003
LAST INCREASE DATE: 28-JUL-2002

(B) The next problem lies in the following Element Entries. If you look current day, there is only
one element for each and the values are correct. If you look at the timeframe between 23-Sep-
2001 and 27-Jul-2002 there are two element entries for each of the data elements listed below.
The spreadsheet is how it should look for each timeframe.

Entry Values 23-Sep-2001 28-Jul-2002 12-Jan-2003
TO TO TO
27.Jul-2002 11-Jan-2003 Present
TOTAL PAY 15.70 37,428 38,936
BASIC SALARY RATE 15.70 34,451 35,519
ADJUSTED BASIC PAY 15.70 37,428 38,936
LOCALITY PAY 0 2,977 3,417
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